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CORDOVA RECREATION AND PARK DISTRICT
invites applications for the position of:

Associate Planner

SALARY: $37.10 - $47.35 Hourly
$6,431.24 - $8,208.07 Monthly
$77,174.88 - $98,496.88 Annually

OPENING
DATE: 12/14/22

CLOSING
DATE: 01/18/23 11:59 PM

DESCRIPTION:

The Cordova Recreation & Park District (CRPD) is seeking an Associate Planner to join
our Planning and Development team! Our ideal candidate embodies our core values of
communication, creativity, accountability, leadership, service, and integrity. Consider
joining our team if you want to expand your career and make an impact on how the

communities we serve will look in the decades to come.

This is a full-time position with a comprehensive benefits package that includes fully paid
medical, dental, and vision for the employee and all eligible dependents. CRPD participates in

the CalPERS Retirement System. 

About the District
The Cordova Recreation & Park District (CRPD) is one of the largest independent special
districts in Northern California serving over 128,000 residents and four school districts in the
greater Sacramento area. It encompasses 75 square miles with over 43 parks and recreational
facilities, a full-service 18-Hole course at Cordova Golf Course, as well as youth & adult sports,
camps, enrichment classes, educational programs and special events for the community.  The
District serves the park and recreation needs of the City of Rancho Cordova, Gold River, Mather,
Rosemont, Larchmont, Riviera East, and additional unincorporated portions of Sacramento
County. Over the next several decades, the District is expected to double the number of parks,
facilities and new residents.

Summary Description

Under general direction of the Park Planning and Development Manager, performs a variety of
professional level duties and responsibilities in support of the District’s planning functions
including long range planning services for parks and recreation facilities; participates in the land
development process, including development application review and providing conditions of
approval; provides project management for assigned projects; and provides information and
assistance to applicants, developers, consultants, the general public, and outside agencies and
organizations regarding codes, policies, standards, and processes related to planning related
matters.
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ESSENTIAL FUNCTIONS:

The following duties are typical for this classification. Incumbents may not perform all of the listed
duties and/or may be required to perform additional or different duties from those set forth below
to address business needs and changing business practices. 

Planning

Participates in the land development process related to park and other landscape
improvements, including review of development applications, writing and implementation
of conditions of approval, review of vesting tentative maps and final maps, public facilities
finance plans, nexus studies, reviewing and processing of grant deeds and easements,
and participate in the negotiation and the execution of park development agreements.
Analyzes proposed development projects for conformance with District park standards
and suggests revisions or alternatives to conform with District Standards. 
Confers and advises developer representatives and their consultants and responds to the
general public regarding proposed developments. 
Represents the District at meetings with other public agencies, organizations, professional
groups, and developer representatives. 
Responds to complex citizen complaints and requests for information. 
Conducts special studies and other research related to long range facilities and
environmental planning. 
Assists with updates to the Capital Improvement Program, Master Plan, Design
Construction and Maintenance Standards and Guidelines, and other District guiding
documents. 
Produces and/or oversees consultants producing necessary environmental documents for
District projects, including both CEQA and NEPA. 
Reviews and responds to environmental documents produced by others. 
Prepares and responds to feasibility studies concerning park acquisitions and
development.

Project Management

Develops work plans for capital improvement projects and major renovation projects. 
Coordinates planning activities with other District departments and outside agencies. 
Prepares and/or oversees consultants preparing bid document and technical
specifications. 
Oversees project budget preparation and control of assigned projects. 
Assists with the evaluation and selection of consultants and contractor. 
Prepares grant proposals and administers grant-funded projects.

General

Prepares staff reports and presents to the Board of Directors and other elected or
appointed bodies as necessary. 
Prepares and maintains written documents conforming to District standards and filing
protocols. 
Participates in the selection of assigned staff; supervises, trains, assigns work, disciplines,
and evaluates performance of assigned full-time and part-time staff. 
Assignments for this position will vary between planning related assignments, project
management and other assignments as needed by the District. This position requires
flexibility, willingness and ability to take on various work assignments. 
Performs other or related duties as assigned.
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MINIMUM QUALIFICATIONS:

The following generally describes the knowledge and ability required to enter the job and/or be
learned within a short period of time in order to successfully preform the assigned duties. 

Knowledge of:

Operations, services, and activities of a planning program
Pertinent federal, state, and local planning laws and regulations
State of California Land Use Laws, CEQA, NEPA, and the Subdivision Map Act.
Office procedures, methods, and equipment including computers and applicable software
applications including, but not limited to, Microsoft Office, Suite PowerPoint and Adobe
Acrobat projects; familiarity with graphic programs such as Auto CAD, GIS, and Adobe
Photoshop 
Development review procedures and requirements
Methods and techniques of effective technical report preparation and presentation.
Principles and practices of supervision, training, and performance evaluations
Occupational hazards and standard safety procedures
District policies and procedures

Ability to:

Perform professional level planning duties in the development, implementation, and
modification of District plans and regulations 
Recognize and analyze potential environmental and policy impacts
Develop planning policies and implementation strategies
Persuade, negotiate, and develop alternatives and resolve conflict among competing
interests
Represent the District in meetings with other jurisdictional departments, organizations,
professional groups, and developer representatives on matters pertaining to development
applications
Make presentations before large and small groups
Organize and lead meetings to facilitate public participation
Prepare clear, concise, and accurate reports, correspondence, and policy documents
Perform technical research on planning including environmental, economic, and
transportation problems
Analyze data and present recommendations on complex planning projects
Be highly organized, detail-oriented and possess the ability to prioritize a number of
projects
Must meet customer service and teamwork guidelines as defined in the performance
standards
Operate office equipment including computers
Communicate clearly and concisely, both orally and in writing  
Establish and maintain effective working relationships with those contacted in the course
of work

Education and Experience Guidelines – Any combination of education and experience that
would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the
knowledge and abilities would be:

Equivalent to a Bachelor’s degree from an accredited college or university with major course
work in planning, landscape architecture, engineering, geography, urban studies, construction
administration, environmental planning, public administration, political science, economics, or a
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closely related field and two years of experience in urban planning, development review, or a
related field. Public agency experience is preferred. 

License or Certificate:

American Institute of Certified Planners (AICP) Planning Certificate or Landscape
Architect’s license preferred. 
Possession of, or ability to obtain, a valid driver’s license within six months of
appointment.

SUPPLEMENTAL INFORMATION:

Physical demands and Working Environment:

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform these essential job functions.

Environment: Work is performed primarily in a standard office environment with extensive
public contact and constant interruptions.

Physical: Sufficient physical ability and mobility to work in an office setting; to sit or stand for
prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to use
standard office equipment requiring repetitive hand movement and fine coordination including
the use of a keyboard; to attend off-site meetings; to lift and carry items weighing up to 20
pounds; to make frequent decision-making and concentration; frequent public and coworker
contact; occasional working alone; frequent repetitive motion, writing, grasping, holding and
reaching; and to verbally communicate to exchange information. 

Vision: See in the normal visual range with or without correction.

Hearing: Hear in the normal audio range with or without correction.

NOTE: The above job description is intended to represent only the key areas of
responsibilities; specific position assignments will vary depending on the needs of the
department.

Pre-Hire Requirements:

Before an employee is hired, they must successfully complete pre-employment requirements
including, but not limited to: fingerprinting and background check, reference check, DMV check,
licensure/certification check, and proof of eligibility to work in the United States in accordance
with Immigration and Reform Control Act of 1986. All job offers are contingent upon the
successful completion of a pre-employment drug screen. 

How to Apply for this Position:

An applicant must submit, during the application filing period, an online application and attach
any supplemental information as required in the job announcement which may include submitting
responses to a supplemental questionnaire. Online resumes and other unsolicited materials
maybe attached but will not be considered in lieu of the required online application, unless
otherwise specified in the job announcement. CRPD reserves the right to limit the number of
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online applications when necessary. Applicants are responsible for maintaining/updating their
contact information through the online application system.

SELECTION PROCEDURES

Initial Selection Review: 

The Cordova Recreation & Park District reviews all initial application materials to identify
qualified applicants. Applications will be screened against the criteria outlined in this job posting,
the minimum qualifications, responses to the supplemental questions, and other needs of the
position. The best qualified candidates will be invited to a series of panel interviews at a date that
is to be determined.

Testing:

Testing for this position or any other position may include, but is not limited to the following:
written exam, practical exam, panel interview, project assignment, etc. If a revision is made to a
testing component during a recruitment process, the assigned recruiter will notify by email all
affected applicants.

Americans with Disabilities Act (ADA) Accommodation: 

In accordance with the Americans with Disabilities Act, anyone who needs an ADA
accommodation for the purposes of employment testing should contact the assigned recruiter
upon opening.  

Withdrawing from Recruitment Process:

Whenever an applicant chooses to withdraw from a recruitment process, they are required to
submit an email notification to the assigned recruiter requesting a withdrawal from the process.
The email to the recruiter must include the applicant's current phone number.

Questions: All questions regarding this position should be directed to the assigned recruiter. 

NOTE: The provisions of this publication do not constitute an express or implied contract. Any
provision in this publication may be modified or revoked without notice.

Equal Opportunity Employer: The Cordova Recreation & Park District is an Equal Employment
Opportunity Employer.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.crpd.com

2729 Prospect Park Drive, Ste. 230
Rancho Cordova, CA 95670
(916) 842-3300

sburkewalker@crpd.com

Position #00000433
ASSOCIATE PLANNER

SB

Associate Planner Supplemental Questionnaire

 
* 1. With regards to long range planning, elaborate on your professional experience

working on or reviewing Specific Plans, Special Plan Areas, Conditions of Approval,
Impact Fees, Finance Plans, development agreements and the application of CEQA.

* 2. Describe the types of complex writing assignments you have prepared in the past.
Please note: Applicants who are invited to the final round of interviews may be asked

http://www.crpd.com/
mailto:sburkewalker@crpd.com
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to provide sample(s) of their past complex written document(s).

* 3. Describe your experience in reviewing development applications and preparing staff
reports for an elected government body.

* 4. After reviewing the job description, are you able to perform all of the essential
functions of the job with or without accommodation?

 Yes     No
 
* Required Question


